

Name

:


Nimmi 

Nimmi.358590@2freemail.com
Nationality

:


Indian

Date of Birth

:


07-05-1974

Marital Status

:


Married

Visa Status

:


Res.Visa(Husband’s Sponsorship)

Languages Known

:

          English, Hindi ,Tamil & Malayalam

RESUME OF QUALIFICATIONS & EXPERIENCE

( QUALIFICATIONS:-

· ACADEMIC:-
· B.Com Graduate From University Of Calicut;

       Kerala, India

(   Diploma in Montessori Teachers Training
· COMPUTER:-



P.G.D.C.M. From Sree Rama Poly Technic Under Canada India Programme:

· Operating Systems - Dos & Windows 
· Applications – Ms Office  (Ms Word, Ms Excel, Access, Power point, Outlook)
· Accounting Packages - Dac-Easy, Tally, Peachtree, & Focus

· Programming – Foxpro, Dbase III+

· TECHNICAL:



Kerala Government Technical Examinations, Kerala India

· English Type Writing With Higher Grade 

(
From April 2012 – May 2012 : Worked as a Class Teacher of  Grade I in Emirates Future Intl Academy(EFIA)

· Class Teacher of Grade I. 

· Teaching  - Grade I Maths, Science, English and Grade 6 Maths 
·    Closely working and co-coordinating with curriculum & assessment

· Ability to organize, co-ordinate, implement and control work related activities
 (
 From 2007 June  - 2012 February: Worked as a Administrator & Accounts Assistant 
 at M/s. Pioneer Water Tank Co. LLC,( A Branch of Blue Scope, Australia) AUH.



Responsibilities (Reporting To Managing Director)


(Arrange all enquiries from the different clients.

(Arranging all the documents electronically and manually.

(Follow up payments and receivables.

(Preparation of quotations and tender documents, pre-qualification documents etc.

(Placing the orders to manufacturers / suppliers 

(Preparation of delivery note, invoice etc. 

(Preparation of monthly report of accounts & Sales  


(Co-ordination with manufacturers/principals, suppliers and clients 

(Co-ordination with site and provide support to them

(Scheduling Directors and General Manager's meeting and keeping the updates of
               upcoming appointments and meetings 


(Co-ordinate with travel agency for ticket / travel arrangements


(Handling Faxes, e-mails telephone calls, filing and keep all record


(Follow up of outstanding issues with various depts.


(Provide  support to Management and Project Team to achieve business goal.
   

(Preparing the monthly sales report using Ms Excel

   (Preparation of journal entries, posting to ledger

   (General office activities
(    From 2005 Nov to 2006 August  Working as an Administrator

       (Temporary Assignment) at M/s. Eurotradia, Abu Dhabi.



 Responsibilities (Reporting To General Manger & Director)

(Arrange all enquiries from the different clients.

(Make the enquiries to the respective principals and collect the Quotations.

(Preparation of quotations and tender documents.

(Submitting&Collecting the documents from Land& Air Force Dpt. & 
    French Embassy in AUH
(Placing the orders to manufacturers / suppliers 

(Preparation of delivery note, invoice etc.

(Handling Faxes, e-mails telephone calls and filing
(Follow up of outstanding issues with various depts.

(Preparing the monthly sales report using Ms Excel

(Assisting Accounts Department & Handling Petty Cash

(General office activities .

(    From 2003 April to 2005 Sept.  Working as an Administrative Assistant At 

      M/s.NEST (National Engineering Services & Trading Co.), Abu Dhabi.



 Responsibilities (Reporting To Executive Manager)

(Arrange all enquiries from the different clients.
(Make the enquiries to the respective principals and collect the Quotations.

(Sourcing clients suppliers from the internet and yellow pages
(Preparation of costing, quotations and tender documents.

(Placing the orders to manufacturers / suppliers 
(Preparation of delivery note, invoice etc.

(Handling Faxes, e-mails telephone calls and filing

(Responsible to keep manual and electronic documents. 

(Follow up of outstanding issues with various depts.

(Data entry through Focus

(Preparing the monthly sales report using Ms Excel

(Assisting Accounts Department and day to administration of the office.

(General office activities .
            (
From 2002 Nov. To 2003 March – Worked as an Accounts Assistant
        at M/s  Technical  Overseas Est., Abu Dhabi.


 Responsibilities ( Reporting to General Manager)
            (Organize all quotation, orders and correspondence files.
            (Keeps a record of all mail pertaining to the department
            (Preparation of journal entries, posting to ledger

            (Preparation of monthly report of accounts.
            (Preparation of pay roll by using Ms Excel and distribution of wages & salaries.

            (Preparation of payment certificates and follow up of the payments

            (Extracting trial balance and final accounts.

            (   From 2001 Apr To 2002 June - Worked as a Secretary  at M/s Telectron, Abu Dhabi
              .


        Responsibilities (Reporting To The Sales Engineer)

(Organise all quotation, orders and correspondence files.
(Keep a  record of all mail pertaining to the department.
(Keep a record of all outstanding orders & follow up with the principals the status of 
    outstanding orders

(Co-ordinate with accounts department to ensure that the invoicing and  

    documentation for completed orders is completed properly

(General office activities related to day to day functioning of the department.
      (  From 1997 Apr To 1998 Oct - Worked as a Secretary cum Accounts Assistant   with

      M/s Al Ain   Building Construction, Abu Dhabi

                 Responsibilities [Reporting To General Manager]

· Preparation of journal entries, posting to ledger.
· Type letters, reports, presentations and other documents

· Preparation of monthly report of accounts.

· Preparation of pay roll by using Ms Excel and distribution of wages & salaries.

· Preparation of payment certificates and follow up of the payments

· Extracting trial balance and final accounts

· Handling routine secretarial and administrative functions

· Answering phones and handling busy reception desk

· Effective co-ordination with different projects
· Make appointments for the base management

· Responsible for local base logistics such as hiring cars, hotel and reservation 

of air ticket

· Prepare service orders and verify with invoices and system entry

· Review of accounts payable, accounts receivable and follow up

· Prepare Bank Reconciliation
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